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Goals of Training

To describe the content and uses of the 
client report.

To learn how to run the client report in PEDS.

To learn how to use the client report filters.

To learn how to print, save, and export the 
client report.
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Client Report 
Examples of uses

Provide case managers with a client’s history.

Display a client’s intake/follow-up schedule.

Display a client’s intake/follow-up history.

Display services received by a client.
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How do I access the Client Report?

Click Search.
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How do I access the Client Report?

1. Select participant from 
the participant browser.

2. Click Client Report.
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How do I access the Client Report?

Click Client Report 
if you are already in an 
individual participant’s 
record.
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Client Report 
Report filters

Click Run Report.

Deselect any check box to exclude 
unwanted data from the client report.

The Select All button selects all the options. 
The Unselect All button deselects all options.
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Client Report 
Client report sections

Name and demographic 
information.

Address information.
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Client Report 
Client report sections

Consent start and end date.

Dates of completed intake and 
follow-ups, interviews missed 
(in red), and interviews due.

Intake information with 
answers in bold.
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Client Report 
Sections

Follow-up information 
with answers in bold.
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Client Report 
Sections

Case notes.

Direct services by 
dates of occurrence.
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Client Report 
Sections

Direct services 
summary table.
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Client Report 
Printing a report

Click File and 
select Print.
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Client Report 
Saving a report as a file

Click File and select Save As…
to save file in desired location.
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Client Report 
Exporting a report to Microsoft Word

Microsoft 
Word must be 
available on 

your computer.

Click Export to Word
at the end of the report.
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Client Report 
Copying a report (in lieu of exporting)

Click Edit and select Select All. 
Then click Edit and select Copy.  
Open Microsoft Excel or Word, 
and Paste report into document.
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Client Report 
Summary

To Run a Client Report
• On Main Menu, click Search.
• Select participant from browser.
• Click Client Report.
• Select desired report filters by 

using the check boxes.
• Click Run Report.

To Print a Client Report
• Click File.
• Select Print.

To Save a Client Report
• Click File.
• Select Save As…

To Export a Client Report to Word
• Click Export to Word at end of report.

To Copy a Client Report
• Click Edit.
• Select Select All.
• Click Edit.
• Select Copy.

• Open Microsoft Excel or Word.

• Paste report into document.
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